
APPLICATION FOR RECORDS RETENTION SCHEDULE 
- 

Department of Archives and History, Records Management Division, 330 Capitol Avenye, ,Atlarib, Georgia. 30334, 
Attention: Scheduling Section. I ! 

I-i- ~ 

4pplication Number 

- _  
2. Person to Contact Working Title Telephone Number 

3. Action Requested 

Nellie Hoenes Director 656-3800 
.I-I ~~ ~- -- -I__-- 

l_____l~ - .. -~ ___I_- 

a. 
b. 
c. .. Amend A lication No. Check One: O_Change: Supercede- 

E3 Estabiisn Retention Schedule: +cord will mntinue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

I__L__ 

1. Dates of Series l y  title used in office: if different) 
Earliest Latest 

STATE AGENCIES BUDGET SUBMISSION (ZERO BASE BUDGET) FILES 
._____i 

‘on and the Office in which this record series is created? 3. Division and Office Function 
PE 

The Educational Development Division performs budget analysis and policy planning 
for the following agencies related to public schools, higher education and 
scholaships: Department of ‘Education, State Scholorship Commission, Regents of 
the University System of Georgia. Also, this Division serves as staff for education 
study groups. 

_Ic ._-_ 
I. Record Series Description This file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
Documentsrelating to: requesting and justifying requests for budget appropriations‘for those 

State agencies related to public schools, higher education and 

Included are: 

- scholarships . 
one (1) copy of the Ze.ro Base Budget Request (as submitted to O.P.B.) 
from the following State agencies: Department of Education, State 
Scholorship Commission, and the Regents of the University System of 
Georgia; and supporting Schedules. 

chronologically by fiscal year; thereunder 
alphabetically by State agency; thereunder in volumes when necessary. File i s  arranged: 

I ~ 

5. Monthly R P -  How often are records referred to which are: 
- 

One to six months old 
twenty-five months and older__- -. ? 

Letter-size drawers ; Lega1-h drawers ; Shelves :Other (spwify) - lll̂ - 

; Seven to twelve months old ; Thirteen to twenty-four months old 

I_----__ 

9. Annual Rate of Aeeumulatiozf Rerordr 



g. Is  the information con ained in tt$s rie ever analyzed a /or rem de in a s mmarized report? 
m y .  Eeorgia - -  s%udget Report -- - ?%r each --.-- &!cay Year -___- - X 

I- 

h. Is there a duplication of th is  series in your office, or in another office or agency? each COnCerned State 
Division Planners.& Analysts; Legislative Budget Office _- where2 - . __  ~ ~ . .  _ ~ _ _ i _ _  ~ --~.. ___ 

L d s t  his serier for a_ma&~p~d~ao€LtLr~g~~IarJ~ micsafilmecl?--__ __ -=- 

X 

X 
1~. . i . ~ ~ o ~ t ~ l e r i e s . r . ~ h h c l a m r t e t  Dtintaut?--~. Ge.rg~La~!sBudget ~ep.o~t--- - 

11. Retention Requirements The following requires the series to be kept: 

a. State Law ___. years. d. Audit period - ~2--L-~L~-years. 
b. Statute of limitation -- - . .years. e. Administrative need ~ _ _ ~  __years. 
c. Federal law -----.--years. f. Federal retention instructions ---.-,--years. 

*t 
1 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

-__-I- __ __ ~ ___ _- - 
12 ADoroved Disposition Instructions This agency recommends that the file series be cut otf a t  tht end of each: 

0 Calendar Year; €I fisca l  Year; 0 Other _ _ _ ~  ___then, 

C Hold in the current files area ---manth(s) --.year(s); then 
0 Transfer to local holding area, hold ---year(s); then 
0 Transfer to State Records Center; hold ~ ---year(s); then 
0 Destroy. 
C Transfer to State Archives for permanent retention. 
@Other (Specify) 

Division ---__ Planners - C z :  Cut off file at end of each fiscal year, hold in current 
files area 1 year; then destroy. 

~ Division Analysts Copy: Cut off file at end of each fiscal yea?, hold in current 
files area 1 year; then retire to State Archives. 

These instructions apply to al l  prior and future accumulations of the series. 

State Records Committee (Signature) Date 
3ecommendations in para- 

Y f  disapproved, attach letter 
lraph 12 are approved. 

r f  explanation.) 

Attorney GeneraVDesignee 
-_I- -.- _- - 

R--60-71; R w .  76- 


